
DEPARTMENT OF GENERAL SERVICES
RFrflRDS MANAfTPlVrFNT FJTVTSTnW
I\J_,l^wI\JL-'o lVl.rVlN/\\JJ_/lVlJ_,lN i LJL V I O I V J I N

RECORDS RETENTION AND DISPOSAL SCHEDULE

Agency
Hagerstown

Item No

.1

2

3

4

Schedule No. ft/'^^

Page 1 of 5

Division/Unit
Administration/Finance

Description

General files
-contains but not limited to: PMA audits (Perm. Manufacturers
Assoc), weekly paycheck approvals, job descriptions,
inventories, retire rate calc (employee), MD state retirement
annual bill, leases, W2 and 941 reports

Fixed assets reports, computer generated
-contains but not limited to: current cost and accumulated
depreciation list, inventory adjustments and warehouse
transfers

Active/inactive CD investments
-contains but not limited to: certificates of deposit, interest
payment sheet, purchase sheet, safe keeping agreements,
depository declaration, CD, correspondence, check copies,
daily activity list

Bank activity documents
-contains but not limited to: correspondence, list of securities,
statement of accounts, deposit account analysis, ACH forms,
daily interest reports

Approved by Department, Agency or Division Representative

Date

Signature /Zs/^^*?1'^**** ^Tsyfe-e^^d^t-e^,,

Type Name GeorgiAnn N. Breichner

Title City Clerk

Schedule

Date

Retention

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for five (5) years and
until all audit requirements have
been fulfilled, then destroy.

Retain for life of CD, plus three
(3) years and until all audit
requirements have been
fulfilled, then destroy

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

: Authorized by State Archivist

[DEC 3 1999

Sipnatiir*1 i^*S-*--^ wr^. r^>c*~%it**
U IgllulUI



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
, (CONTINUATION SHEET)

Item No

5

6

7

8

Description

General files
-contains but not limited to: sales tax exempt certificates,
check copies, IRS receipts, lease agreements, bond issues,
various consultants; direct deposit program, investment
policy, debt policy, bank agreements, correspondence, office
supplies agreements, unclaimed property claim forms,
Moody's rating agent, trust funds

Bonds
-contains but not limited to: paying agent and bond registrar
agreement, correspondence, tabulation sheets, public
improvements bonds, bond ordinance, summary of revenues
and expenses, closing transcripts

Bank reconciliation
-contains but not limited to: (computer generated) cash entries
by month, statement of accounts, bank statements,
worksheets, account reconciliation (computer generated)

Capital improvements file
-contains but not limited to: alpha/numerical listing of CIP,
quarterly reports, correspondence, alpha file of capital
improvement projects

Schedule No. /l/y*^*£

Page 2 of 5

Retention

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for twenty (20) years,
then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland'
State Archives.



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item No

9

10

11

12

13

14

15 '

16

(CONTINUATION SHEET)

Description

Annual budget reports - final

Wire logs
-contains but not limited to: daily outgoing transfer log sheets,
log number, date, amount, nature of transfer, auth. Person

Time cards

Cancelled payroll checks

Voucher batch listing: computer generated voucher batch lists,
batch number, voucher number, invoice number, vendor
number, name, date, amounts, GL account, sub account

Pre check audit list: computer generated, cash disbursement,
journal

Petty cash disbursements: employee petty cash receipts,
expense receipts, adding machine tapes

Pool/golf course receipts: daily adding machine tapes of
monies collected by the city pool and golf course

Schedule No. jAy*&><£

Page 3 of 5

Retention

Permanent. Transfer
periodically to the Maryland
State Archives

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Schedule No.

Page 4 of 5

Item No Description Retention

17

18

19

20

21

22

23

24

25

26

Cash receipts: computer generated daily collections - date,
account, debit, credit, journal voucher edit, cash receipts
journal

Payroll vouchers
-contains but not limited to: computer generated accounts
payable vouchers, deferred comp deductions, accrued vacation
and sick leave, compensatory time, various health plans

Accounts payable
-contains but not limited to: vouchers, utility billing refunds,
invoices, purchase orders, check request, computer generated
vouchers

Collection reports
-contains but not limited to: cash receipt for fees paid to the
city

Sales journal reports - computer generated: account number,
location, invoice number, line, amount

Cash application report - computer generated: invoice number,
name, line, description, previous balance, paid, balance due

Payroll reports - computer generated
-contains but not limited to: check reconciliation worksheets,
manual check register, direct deposit register, payroll register,
time card edit report, weekly dollars analysis report

Solid waste delivery slips: tran. number, truck number̂  tag
number, payment, signature of driver

Daily deposit checkout sheets: deposit list, deposit slips,
adding machine tapes

Journal entries - computer generated: journal entry support
listings, debits for G/L, proof sheets, interest accruals, wired
interest

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy. ..

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Schedule No. /\>f. £.£

Page 5 of 5

Item
No.

Description Retention

27

28

29

30

31

Encumbrance journal - computer generated: open purchase
commitments

Accounts receivable register - computer generated: A/R
invoice register, A/R aging, A/R edit, A/R P.O., open invoices
by department

Fixed assets, accounts payable: vouchers, expense reports,
receipts, invoices, purchase orders

A/P cancelled checks

Account analysis
-contains but not limited to: payroll reconciliations, analysis of
petty cash, bad debt analysis, summary of interfunds
receivable/payable, loan repayments

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for five (5) years and
until all audit requirements have
been fulfilled, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.



REVISEO RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUIE (OGS 550-1]

RECOROS MANAGEMENT OIVISION

7275 WATESI.OO ROAO
PO BOX 275 • JE5SUP. MARYLANO 20794 Page . Of

1. OEPARTMENT/AGENCY 2. DIVISION 3. UNIT

*
DEFINITION • Records Series - A group of related records normally filed and uiad is i unit for reference is well JS retention and disposition purposes.

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORO SERIES DESCRIPTION ( Brielly describe the lypes of inlormalion/documems/forms found in the Series Include Sne purpose or function of ins Series!

7. RECORO SEJHES fORMAT(S)

toiler Size Q Micrciilm

o Le^al Size Q Ccmpuier Tace

a Grand 8ook a Floppy Disk

a Audo Tape a Video Tace

sf (Specify)^

e

s/x
cfy) / / S\

Z Numerical

O Chionolcg:C3!

• Geograohicsi

a Cther (Soeofvi

File Orawet(s)

a Microfilm Reel ISI

D Computer Tacs ;s:

D Glner (Specify)

Number

10. ANNUAL ACCUMULATION

a File Orawer (5|

a Microfilm Ree! (s!

o Computer Taoe(s)

a Other (Specify)

Number

11. FILE IS USE

Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LQCATION(S) (Bldg...Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (H yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. ate law(s) I reguiation(s)

i: res

16. AUDIT REQUIREMENTS

• None a Slate a Federal D Independent

17. IS AH INDEX SYSTEM USED7 (If yes. explain Briefly and

•::-.v:c9 any haraware/soitware)

18. RECOMMENOED RETENTION

: : '2S Mo

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21 . DATE

t/931





- W E Pit CRlNt A SEPARATE" fORM ff.B FACM NFW
REVISED RECORO SERIES FORWARO WITH RECORDS RETENTION
SCHEDUlE {OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WArESLOO ROAO
PO BOX 275 • JE5SUP. MARYUNO 20794

AGENCY RECOROS INVENJdRY

Page . Of

1. DfPARTMEMT/AGENCY 2. DIVISION 3. UNIT

/ DEFINITION • Records Series - A group of related records normally filed and used as i unit for reference ai well as retention and disposition purposes.

4. RECORD SERIES TITLE

p
ES DESCRIPT

5. EARLIEST YEAR / LATETEST YEAR

TO.

6. RECORD SERIES DESCRIPTION ( Briefl^Qescnbe Ihe types of information/documents/lorms found in the Series Include ihe purpose or (unction ol the Scries)

7. RECORO SERIES FORMAT(S)

a iKter Size a Microfilm

a lesal Size O Compuler Tace

Q E'.und 8ook a Floppy Disk

a Audo Tape . Q Video Tape

ihef (Specify) /V

8. RECORD SERIES SEQUENCE

s Numerical

a Chronological

D Geograohicai

o Clher (Soeciivi

9. VOLUME
o File Orawer(s)
O Microfilm Reel |5l
D Corjjpaler Face ,'sj,

•'•<) i

D Corjjputer Taci
B'tjmer (Specify

NumPer

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s!
a Compuler Taosis)
D Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

n Weekly a Monthly • Momh(s) a Year(s)

Numper

13. CURRENT LOCATIONIS) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes . • No

15. ACCESS RESTRICTIONS (If yes. die law(s) S recuialion(s)

i: res a No

16. AUDIT REQUIREMENTS

a None a Slate o Feaeral o Independent

17. IS All INDEX SYSTEM USED7 (If yes. explain Briefly ana

i::-.v:ee any hardware/software)

18. RECOMMENDED RETENTION

'5S ':'° Retain for? years and until all audit requirements
—! have been fulfilled, then destroy.

19. NAME ANO TITLE OF PREPARER

CIS SSO-J =vsed t/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM fOR EACH NEW
REVISEO RECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEOUIE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENJORY

Page . Of

3. UNIT

DEFINITION • Records Series • A group of related records normally filed and uied as a unit for reference as well i s retention and disposition purposes.

4. RECORO SERIES TITLE .5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Bnedy describe ihe lypes of information/documents/forms found in Ihe Series Include ihe purpose or fund ion of !hs Series!

7. RECORO SERIES FORMAT(S)

o LKIer Size a Microfilm

o Le^al Size a Computer "see

a Evjnd Book a Floppy Disk

• Au3o Tape Q Video Tacs

O Otrvsf (Specify)

8. RECORD SERIE>'SECUENCE

Alpnacelicai

c Numerical

a Chronological

a Geograohicsi

a Other (Specivi

9. VOLUME
"File Orawer(s)

a Microfilm Reel isi
o Computer Tare ;s:

S*< & Other (Spec;!y) _

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
o Microfilm Reel (si
o Computer Taoeis)
D Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Monih(s) a Year(s)

Number

13. CURRENT LQCATIONIS) (Bldg.. Eloor. Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) I rMuialion(s)

i: res a No

16. AUDIT REQUIREMENTS

a None a Slate • Feaeral a Independent

17. IS AM INDEX SYSTEM USED7 (I' yes. exp:am Briefly and

i:--.v:ce any haraware/so/tware)
18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20.» I7ELEPHONE NUMBER

1/931



1

ITPK dn PRINIA SCPArWE FORU fOH EACH NEW

|

DEPARTMENT o r oetiflNAl.. r.CHvicrir, Acr.ncY nr.co'uv; TIV^
0 •ICOTO S6RIB» l fORWARO WITH RECOROS RETENTION

i: . i : t .
.il RECORDS MANAGEMENT DIVISION

;?MWAfi;nioo ROAO

i. bEPARIMEHT(ACENCY I

4. RECORD SERIES TITLE ' 5. T A R L I E S T YEAR I l .ATEfEr .T YE

i t . RECORO.SiRlfeS pESCRtP.iJOH (Briefly describe Ihe types of informalion/documcnlsrfoims found in Ihe Scries Include Ihc purpose or lunciicn cl Id; S;nc5!

p ^

OEFIMITIOM • Rtcbidi St r l t i • A group of nl i t«d rtcordt normilty filod ind uiarf n > unit for I O I D H I I C I 11 wall 11 f«(«ntlon »iul i<lipo>iUon p n r p o x i .

. RECORO SJWO FbRMATJSj

O l*?sl Sue

O Gwnd Book

o Aw)o Tape

f«f (Specify).

o Mierefilm

o Computer Tsce

i

o Floppy Disk i

• Video Tace

a Weekly O Monthly

13. CURRENT lOCATION(S) (Bldo, Floor. Rpom)

i t y i l ^
15. ACCESS RESTRICTIONS (If yes cite law(sl S

»: Yes

17. IS Ail INOEX

iv-.vce joy haroVrare/soflware)

SYSTEM USED? ill yes. exoum bneHy ana

'et

i t , NAMt AND TITLE

C'iS StO <

O No

OP PR6PARER

B. RECORD

O Chionologcal

o Geoqr.ioriic.il ' •

o Olhcr (Sptraivi

5. VOLUME

10. AIIIIUAL Arr:ilMUI.AII'.'ll

' V Fi'C DMV.rt (-1

r! MII:IO'-'H< (;>•-> (-1

v C'iii 'r"ir"i '-n.'?fs|

Cl Olh«' |Sr r : : fy l

flumlier

2.• FILE BECOMES IIIACIIVE AFTER

O Momh(n) a

Numbei

14. IS RECORD SERIES OUPUCATCU til.srwilF.HE7 (If yes. spcr.ily ^.r» '7 r-' t>'t"-"\

' a Yes . a Ho

16. AUDIT REQUIREMENTS

a None O Sl.ilc a Federal n

18. RECOMMENDED RETEHTIOII

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

2(



teiiMiibw'iihpE on M»NI;* S£PARAIE ronu ton EACH NEW DEPARTMENT or
« c o * b BERieii1 rortw*no WITH RECORD! PCTENNQN

. ^ • • . r ^ . . . ' . : . . . . • - H i . ; •

• - ' i > i .

• t *•' •

' i OEPARIIIEHriACENCy

t ' bEFlNltlbN - R«cord» Sir l t l - A group o( r i l t l td ricbrdt normilly Hlid ind UMIJ I I I unit for lofofonet i t woll >t r«!«ndon tml rilspo.isj^n piirpc

4. REC6RO SERIES TITLE

E n v i C C S
, | ,!: !iRECORDS MANAGEMENT OIVISION
•V1!' I ' I T)H WAfEPlOO ROAD

I : l ' PO. BOX 175 - JESSUO. MAnriAW 70714

1. DIVISION

AGENCY mxonor,

' Page

3. UIIIT

5. HARUEST YF^I'. ( I M F r f r . i YEAR

t . R E C O R O SERlks OESCRIPTION (Oiiedy describe the types of informalion/documenls'fo'ms found inlhc Sen-:-; _lneluo; :ric rmposc or funriicn of t(,» r/nns!

/fts

1. RECORO SERlK'FORMATiS)

' Si l t a Microfilm

O l ^ a l Sue . a Computer Tsce

13 Btund Book ; O Floppy Disk

b AucJo Tape ' a Video Tace '

b Ol̂ «r (Specify) '• •

8. RECORD

C Numcucsl

O Chfonologca!

a Geogtaohical

a Other I

9. VOLUME

10. AHHUAL ACCUMi;i.ATinH
a Tile O'sw"1' (^i
o Microfilm Res! (•;)
O Come"'';' ' in?(s|
o Oth;i (Sr?c:fy)

Number

i i . F l i t IS USED

o Daily i o Weekly

12.. FILE BECOMES IHACIIVE AFTER

• Monlhly a Monih(-i) a Ye3'(s)

Number

1 1 CURRENT 14. IS RECORD SERIES DUPLICATED nisnWIIF.RE? (II yes. specify ag»rtcy cr ofdc?)

• Yes a "o

IS. ACCESS RESTRICTIONS (if ye> crle law(s) S re?uralion(s)

»: r e i . : . • a • No

16. AUDIT REQUIREMEIITS

O None O SI-51'.1 '3 Feootnl rj Intlcpcrwlpnl

i f . IS AM INDEX SYSTEM USED? (II yes. exoiam Briefly and
•i '- .vte any I

I :

I l . i RECOMMENDED RETENTION

i l . MAifl AND TITLE OF PRipARER JO. TELEPHOMF NUMBER 21. OAIP

0'!$ 5M « > v i M 1(931



REVISEO SECORO SERIES fORWARQ WITH RECOROS RETENTION
SCHEOUU IOCS 55O-I|

RECOROS MANAGEMENT OIVISION

7275 WAFESLdO ROAO

PO BOX 275 • JESSUP MARYWNO 20/94 Page . Of

1. OEPARTMEHT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series • A group of related records normally filed and uied as i unit for reference is well is retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documems/forms found in the Series Include ihe purpose or function of the Series!

A

7. REC0R0y8fRIES FORMAT(S)

a LKter Size a Micrciilm

c lesal Size o Compuier "acs

Q B-.und Book a Floppy Disk

a Audo Tape a Video Tacs

a Other (Specify)

8. RECORD SERIE>8tCUENCE

G Numerical

a Chronolog:cal

a Geoqraohicsi

• Clher (Soeciivi

9. VOLUME

File 0rawef(sl

a Microfilm Reel (Si

• Computer Tacs ;'s:

a Oiner (Spec;.'y|

Number

10. ANNUAL ACCUMULATION

a File Drawer (si

a Microfilm Reel (s!

a Comcuter Taos(s)

a Other (Specify)

Number

11. FILE IS USED

C Daily

12. FILE BECOMES INACTIVE AFTER

Q Weekly a Monthly a Month(s) a Ye3r(s)

Number

13. CURRENT LOCATION(S) (Blda. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (It yes. specify agency or o/fics)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. die law(sl 3 reguialion(s)

i: Yes \ c No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

17. IS All INOEX SYSTEM USED7 (If yes. exciam cnetly ana

c-.vics any haravare/software)

18. RECOMMENOED RETENTION

'as "Mo

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

CIS H3-* =«5ea 1/931



HEVISEO RECORD SERIES FORWARO WITH RECORDS RETENTION
SCHEDUU (GGS 550-1]

RECOROS MANAGEMENT DIVISION

7275 WAfESLOO ROAO

PO BOX 275 • JESSUP. MARYLANO 20794 Page . Of

1. OEPARTMEHT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and uied is a unit for reference as well aa retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

J
6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documems/forms found in Ihe Seyes Indues ihe purpose or function of Ihe Series!

&4& ^ ^ ^

7. RECORD S£Rt£S FORMAT(S)

~ier Size • Micrciilm

a Legal Size Q Compuief "ace

a eiund 8ook a Floppy Disk

a AudioiTjeg" a Video Tacs

(Specify) .

"MI>U |**3C W (IUCU 'C

?!her (Specify) / / X / ^ T

8. RECORD SERIES SEQUENCE

a Alpnaceiicjji

Numerical

a Chronological

a Geograohicsi

a Clher (Soecivi

9. VOLUME

File 0rawet(sl

a .'.ticrodlm Reel (Si

a Compuier Tacs ;s:

Other (Spec:!y)

Number

10. ANNUAL ACCUMULATION

Q File Drawer (si

a Microfilm Reel (s!

o Computer Taoe(s)

a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly D Month(s) a Yesr(s)

Numoer

13. CURRENT LOCATION(S) (Bldg.. Floor. 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office

O Yes • No

15. ACCHSS RESTRICTIONS (If yes. cite law(s) S reauiation(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate o Feoeral a Independeni

teteti/isr- 3U . IS AH INOEX SYSTEM USED7 |l[ yes. exciain oneily ana

i::-.v:ce any hardware/software)

18. RECOMMENDED RETENTION

19. NAME ANO TITLE OF PREPARES

CIS i!0* ^wsed 1/931



REVISEO RECORO SERIES FORWARD WITH RECQROS RETENTION
SCHE0U.E {DCS SSO-I)

RECORDS MANAGEMENT DIVISION
7275 WAfESLOO ROAO

PO BOX 275 - JE5SUP MARYUNO 20794 Page . Of

1. OEPARTMEHT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of ralatad records normally filed and used is i unit for reference as well as retention and dljposiHon purposes.

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( 8nefly describe ihe lypes of information/documenis/fcrms found in the Series Induce ihe purpose or function/of Ihe Series!

7. RECORO SERJ£S-ftfRMAT(S)

Iwer Size a Microfilm

a L?53l Size a Compuler Tace

a S'.und 8ook a Floppy Disk

a Aucio Tape a Video Tacs

a Clher (Specify)

RECORD SERIES SEQUENCE

a Alpnacelif

^Numerical

a Chronologxal

a Geograohicai

a Clher ISoecsivi .

9. VOLUME
"Tile Orawet(s)

a Microfilm Resl tsi
a Compufer Tacs [i:
a Other (Spsc:.'y)

Number

10. ANNUAL ACCUMULATION
a Pile Orawer (SI
a Microfilm Reel (si
a Computer Taceis)
a Other (Specly)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) a Yearfs)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORO SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes o No

15. ACCESS RESTRICTIONS (If yes. ale law(s) S reguiaiion(s)

i: res a .Wo

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

17. IS All INDEX SYSTEM USED7 it' yes. exc:am crie/ly and

i".'-.v:ce any hara>are/software)

19. NAME AND TITLE OF PREPARER

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER 21. DATE

U931



REVISEO RECORO SERIES fORWARO WITH RECORDS RETENTION
SCHECUlE (CGS £50-1)

RECORDS MANAGEMENT OIVISION
7275 WArEnlOO ROAO

PO BOX 275 - JE3SUP. MARYUNO 20794 Page , Of

1. OEPARTMENTlAGENCY 2. OIVISION 3. UNIT ^ »

ADEFINITION • Records Series • A group of related records notmally filed and used as a unit for referencs as well aa retention and disposition purposes.

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Buelly describe Ihe types of informalion/documents/forms found in Ihe Series Include ihe purpose or function of Ihe Series!

r l^fetAfczL

RECORO SERIESSSetTENCE
ile Oiawer(s)

• Microfilm Resl is
Q Computer Tace ,'s:
Q Clher (Specify);.G Numerical

a Chronologxal

Q Clher (Soeaivi

a Computer :ac

• Floppy Oisk

a Video Tace 10. ANNUAL ACCUMULATION
a File Orawer (si
a Microfilm Ree! (si
a Comcuter Tacsis)
O Olhsr (Specify)

11. FILE IS USED

a Daily 0 Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

a Month(s) a Year(s)
Number

13. CURRENT LOCATIONS) (Bldg.. Floor. Room) / 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes a No

15. ACCESS RESTRICTIONS (If yes. die law(s) 4 reauiation(s)

i: res o No

16. AUDIT REQUIREMENTS

a None a Slate o Feoeral a Independent

U . IS All INOEX SYSTEM USED7 |lf yes. excism onefly and

c-.v:ce any haroare/soflware)
18. RECOMMENDED RETENTION

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

1/931



IS



REVlSEO RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEOIAE [OCS SSO-1)

RECOROS MANAGEMENT OIVISION

7275 WAfESLOO ROAO
PO BOX 275 . JE3SUP. MARYUNO 20794 Page . Of

1. OEPARTMEHT/AGENCY 2. OIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used is a unit for reference is well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Bnelly desSttee Ihe lypes of informalion/documents/forms found in Ihe Series Include ihe purpose or function of Ihe Scries!

7. RECORO S|BWS*FORMAT(S)

l«ler Size a Microfilm

G L^sal Size a Ccmpuler Tacs

Q S-.und Book a Floppy Oisk

a Audio Tape a Video Tacs

Q Clh-f (Specify)

RECORD SERIES SEQUENCE

a Alpnacelicai

Z Numerical

a Chronological

• Geograohicai

a Clher (Soecivi

9. VOLUME

3
Number

a File Orawer(sl

O Microfilm Reel (SI

a CjinpGier Tace ;

a^Giher (Specify

10. ANNUAL ACCUMULATION

a File (Drawer (si

a Microfilm Res! (s!

a Comculer Taoeis)

a Olhsr lSpec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Monih(s) a Year(s)

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office

a Yes a No

15. ACCESS RESTRICTIONS (If yes. ate law(s) 5 reguiation(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral a Independent

17. IS AM INDEX SYSTEM USED7 ijf yes. «c:am eneily and

.-.:-. vice any harav/are/software)

18. RECOMMENDED RETENTION

'as C Mo y Mi,
19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

n3 £H•' Jvsea I/93I



REVlSEO RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUU (OGS 550-1)

RECOROS MANAGEMENT 0IVISION

7275 WArESLOO ROAO

PO BOX 275 • JE3SUP. MARYLANO 20794 Page . Of

1. OEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and mod is a unit for reference as well aa retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( 8nelly describe ihe lypes of informalion/documents/forrris found in Ihe Series Include ihe purpose or function of the Series!

7. RECORO SERIES>QRMAT(S)

~Ier Size a Micrciilm

a Ltjal Size a Computer Tacs

a Bvjnd Book a Floppy Disk

a Aucso Tape o Video Taps

a Cthef (Specify)

RECORO SERIES SEQUENCE

a Alpnaceticai

lumencal

a Chronological

• Geograohiczi

a Cther (Soeeivi .

9. VOLUME

File Orawer(sl

a Microfilm Reel (si

a Cojppflfer Tacs ;s^

Bother (Spec:!-/)

Number

10. ANNUAL ACCUMULATION

a File Orawer (si

a Microfilm Res! (si

a Computer Taoeis)

a Other (Spec:fy)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg./Ioor. Room 14. IS RECORO SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. ale law(sl S reauaiion(s)

1: res • No

16. AUOIT REQUIREMENTS

a None a Slate a Feaeral o Independent

17. IS AH INDEX SYSTEM USED7 (ll yes. explain cneily and

i:'-.v:ee any harcware/soitware)

18. RECOMMENDED RETENTION

'3S

19. NAME ANO TITLE OF PREPARES

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

1/931



$"• 'M-J

REVUtO «tCORO SERIES , FQRWARO WITH RECORDS RETENTION
fteiicouit (ods 55b. i|

i • • : ' C I . .

A SEPAflAtE FORM FOR EACH NEW DEPARTMENT Or GENERAL.
n MANAGEMENT OIVISION

5. EARLIEST YF f̂tft / LATEFEST YEAR

DEFINITION • R»cord« Sifl«> • A group of rililsd rtcotdi fiormilly fil«d »nd «••<* u > unit fot mfntonci n will >« rolondon «ml i!lsp<)»iiji.,n purpoi»t

k. RECOROiSERIES OESCRIPTJON (Biiefly Oesctibe Ihe lypes of infoimalion/documenlsrforrns (ount) in Ihc Senci Includs ihc puiposc or funcicn ol ih? r.vies!

•<l'.! ' !

1. RECORD SERIES FORMATJSJ '

. 0 ivin Bit* • 0 Miere'ilm

b L*?al Size • , o Compuief Tscie

b e«md Book i ' o Floppy Oisk :

a AwJo Tsoe a Video Tact

. raeisusED

a Weekly a Monthly

11 CURRENT LOCATIOH(S) (B!dg. Floor Room)

IS. ACCESS RESTRICTIONS (II yes cile Iaw(s11 reguialion(s)

i: rei • . No

U . IS AM INDEX SYSTEM USE07 ill yes. exoiain onefly ana

o ' . v c e any h a r i

B; RECORD SERIES SEOUEMCE

O Chfonologcai

a Geoqiaohic3i

a Olhci (Spsciiv

9. VOLUME

CI Other (S r ' ' - y l

Number

10. ANNUAL ACCtlMlll.Alinil
n F I!P t)i?»v<rr (t I
D Mictol'tm !<!•»! (^1
t i Cnti-r'.'tr' T.->n?l5|
n Olli«f lSrrc:'y|

Number

11. FILE BECOMES INACTIVE APTCn

a Month(5) a Yem(-t)

Number

U. IS RECORD SERIES nUPUCATro f:l.^nwilERE? (II yrv specify n<jw:y ei c'fi':>:|

a Yes n " °

16. AUDIT REQUIREMENIS

0 Hone o Si-itc n Fsncrnl

18. RECOMMENDED RE7EHTI0H

f t . NAHI ANO TITLE Ol> PRIPARCR

C'iS !S0 ' »vt»d 1/931



of

5. HAflUEST Y E A R / l A T C T ' T YEAR

•toifiiutiib'w r ITPK i n fRINI-A SEPARATE Fpnu f 6R EACH NEW
0 MCORO SERIES i rORVVARO WITH RECOROI RETENTION

idft
?[

EPARTMENT OP CSHERAl. r,
•:i; JREcbnos MANAGEMENT Division

I ••! PO. sox vi - JESSUP. uAnrunn ;of9i

Accncv mconor. IUVI;N.T(5RV

' P-ioe • n(

3. UIIII

OEflNltlON . Ricordt Strlti • A group of ull lod r«cord« noimilly fil«d ind uttd n i unit for mfnimict n v<nll j . r«l«nt)on m i l i11<i|:->*it<r>n

%. RECORO SERIES OESCRIPtlOH ( Onelly desctibe the lypes of infoimalion/documenn/fnrnn lound in Ihc C-nr- Include »>!: P'lipijsc or liinr.nrn or U'O '•••MI--,!

t. RECORO SERIES FORMAT(S)

O IWtr Silt , O

b Lejal Site ' o Computer Ttce

o 6tun(j Sooit : o Floppy Oisk '

O AuJo T»pe , a Video Taee

t«i JSpeerfyl.

O Weekly • Monthly

1 1 CURRENT LO.CATION(S| (Bldg, Floor. Room!

•zs?^.
1 1 ACCESS RESTRICTIONS pf yes cHe law(s) ! reguialion(s)

i: rw a No

17. is Ail INDEX SYSTEM USED? |l( yes. exoom onelly and

i:>".vee any

'es

tf. NAHf ANO TITLE OP PREPARER

I. RECORD SERIES SEOUEIICE 9. VOLUME

10. ANNUAL ACC
D fill! O w e l:i
O MiacMm Rn;! (•>)
O Comrwlci T.T?|S|

n Oilier (!!t:-c:ly)

Number

\t.. FILE BECOMES INACTIVE AFTER

C) Momli(s) O Ycnr('.)

Numbet

14. IS RECORO SERIES DUPLICATE) Cl.snwilF.rtE7 (If yrs. spccily vywi v <?'-r''"-)

a Yes r l | l p

18. AUDIT REQUIREMENTS

O Hone o Slain f) Feoiinl

18. RECOMMENDED RETEIiriOH

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

CIS !*0 ' »vi«d 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEOUIE (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATEKlOO ROAO
PO SOX 275 • JE5SUP. MARYWNO 20794

AGENCY RECORDS INVENJORY

Page. Of

1. OEPARTMEHT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used is i unit for reference as well aa retention and disposition purposes.

4. RECORD SERIES TITLE

Vbttt>)j£r
5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe ihe types of informalion/documems/lorms found in Ihe Series Include ihe purpose or lunction ol Ihe Scries!

JM//

7. RECORD SERIES FORMAT(S)

o LKler Size a Microfilm

o le$al Size a Computer "ace

o E'.und Book a Floppy Disk

• Audio Tape a Video Tacs

8. RECORD SERIES SECUENCE

a Alpnacelicai

O Chronological

• Geograohicai

a Clher (Specivi

9. VOLUME
a File Orawer(sl
O Microfilm Reel (S)
n Computer Tace (;

/ / O"C!her (Spec;!

Number

10. ANNUAL ACCUMULATION
• File Drawer (si
a Microlilm Reel (si
• Comculer Taoeis)
a Other (Spec:fy)

Number

12. FILE BECOMES INACTIVE AFTER

o Weekly a Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATIONfS) (Bldg.. Floor. Room) / 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes . . D No

15. ACCESS RESTRICTIONS (If yes. ale law(s) 5 reguiation(s)

1: Yes G No

16. AUOIT REQUIREMENTS

a None a Slate o Federal a Independent

17. IS AM INDEX SYSTEM USED7 (If yes. exciain Briefly and

* * . V M any harcware/software)

18. RECOMMENDED RETENTION

'es a Mo Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

19. NAME ANO TITLE OF PREPARES 20.

CIS iiO-i ^vsed t/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FOFIWARO WITH RECORDS RETENTION
SCHEOIAE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECOROS MANAGEMENT 0IVISION

7275 WATERLOO ROAO

PO BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECOROS INVE.MJORY

Page . or

1. OEPARTMEHTJAGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe ihe lypes of informalion/documents/forms found in Ihe Series Include She purpose or (unclicn ol Ihe Series!

7. RECORO SERIES FORMAT(S)

a i^ler Size o Microfilm

• Legal Size a Compuler "ace

a B-.und 8ook o Floppy Disk

a Audo Tape a Video Tace

ef (Specify)

RECORO SERIES SEQUENCE

a Alpnabelicai

O Chronologxal

• Geograohicai

Q Clher (Speoivj .

9. VOLUME

JV

o File 0rawer(sl

a Microfilm Reel (si

a CjppareTTace ;s:
Q^Olher (Specify)-^

Number P7T
10. ANNUAL ACCUMULATION

a File Drawer (s)

• Microfilm Res! (s!

o Compuler Taoe(s)

o Other (Specify!

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly n Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg Floor. Room) 14. IS RECORO SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes ' , a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguialion(s)

<•: r e s • a No

16. AUDIT REQUIREMENTS

a None a Slate o Feoeral o Independent

17. IS AH INDEX SYSTEM USED7 ilf yes. exciain cne/ly and

i;:-.v:ee any harcivare/software)

18. RECOMMENDED RETENTION

'2S Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

19. NAME ANO TITLE OF PREPARER

C'".S SJO-i 1/931



INSTRUCTIONS - TYPE Of) PRINT A SEPARATE FORW FOR EACH NEW
REVISEO RECORD SERIES fORWARO WITH RECOROS RETENTION
SCIIEOIAE (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page , Of

1. OEPARTMEMT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe ihe lypes of informalion/documenls/forms found in Ihe Series Include Ihe purpose or funclicn of the Sanes!

7. RECORO SERIES FORMAT(S|

a L^ler Size a Micrciilm

a Legal Size a Compuler "acs

o Bcund 8ook a Floppy Disk

a AucSo Tape o Video Tacs

^ r (Specify)

RECORD SERIES SEQUENCE

a Alpnaceticai

a^Numerical

a Chronologxal

• Geograohicai

a Other (Soeciivi

9. VOLUME
File Drawer(sl

a Microfilm Reel (si
o Compuler race ; r
n Giher (Spec-y)

Number

10. ANNUAL ACCUMULATION
o File Drawer (si
D Microfilm Reel (si
a Comculer Taos(s)
D Olher (Specify!

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATIQN(S) (Bldg.. Floor. 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 5 reguiation(s)

i: res • No

16. AUDIT REQUIREMENTS

a None a Stale Q Federal o Independent

17. IS AM INDEX SYSTEM USED7 (If yes. exc:am cnejly ana

i:-—.-,-:ce any harcware/soflware)

% Mo

18. RECOMMENDED RETENTION

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER

;S SJO-t =-Vsed t/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEOUIE |0GS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECORDS MANAGEMENT OIVISION

7275 WATESLOO ROAO

PO SOX 275 • JE3SUP. MARYUNO 20794

AGENCY RECOROS INVENJORY

Page .

2. DIVISION 3. UNIT

DEFINITION • Record] Series - A group of related record) normally filed and used is a unit for reference is well n retention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

6. RECORO SERIES DESCRIPTION ( Briefly describe Ihe lypes ol informalion/documenls/forms found in Ihe Series Include ihe purpose or funclicn of the Series!

7. RECORD SERIES FORMAT(S)

o Iwer Size O Microfilm

o Legal Size o Compuler ";

Q S'.und Book a Floppy Disk

a Au2o Tape Q Video Tape

trvsf (Specify)

RECORD SERIES SEQUENCE

a Alpnacelicai

Numerical

a Chronological

• Geoqraohicai

D Clher (Specifv) .

9. VOLUME

Re Orawei(s)

a Microfilm Reel isi

a Compuler race ;s:

o Clher (Spec;!1/)

Number

10. ANNUAL ACCUMULATION

a File Drawer (si

a Microfilm Res! (si

a Computer Taosis)

o Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

Q Yes _ _ _ _ _ D No

•4

15. ACCESS RESTRICTIONS (If yes. cite law(s) 2

<•: res € No

16. AUDIT REQUIREMENTS

a None a State Q Feaeral o Independent

17. IS Ail INDEX SYSTEM USED7 (If yes. exp:ain crie/lv,

i:--.v:ce any harffivare/soflware)

- '=s

18. RECOMMENDED RETENTION

Mo Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

19. NAME ANO TITLE OF PREPARER 20.

CIS 5JJ-" 'vsed 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEOUIE (CGS 55O-I|

DEPARTMENT OF G E N E R A L S E R V I C E S
RECORDS MANAGEMENT (DIVISION

7275 WATERLOO ROA0
PO BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECORDS INVENJORY

Page ,

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normilly filed ind uied as i unit for reference as well i t retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

A
6. RECORD SERIES DESCRIPTION ( Brielly describe the lypes of informalion/documents/forms found in the.Senes Include ihe tfurpose or function-of Ihe Scries!

7. RECORO SERIES FORMAT(S)

o L^ler Size Q Micrcnlm

a Legal Size Q Computer "ace

a B'.und 8ook a Floppy Disk

a Autio Tape^ a Video Taps

jXJiher (Specify) / / ) i ' jr

RECORO SERIES SEQUENCE

a AlpnaceliM

O Chronologxal

• Geoqraohicai

a Clher (Specivj .

9. VOLUME
a File Orawer(s)

o Microfilm Reel (si

Q

Number

10. ANNUAL ACCUMULATION

a File Orawer (s)

a Microfilm Ree! (si

o Computer Taoe(s)

o Olher (Specify)

Number

11. FILE IS USED

)aily O Weekly • Monthly

12. FILE BECOMES INACTIVE AFTER

a Momh(s) a Year(s)

Number

13. CURRENT lOCATION(S) (Bldg. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

o Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral D Independent

17. IS Ail INDEX SYSTEM USED? |lf yes. excsain cne/ly and

« v s e any haroware/software)

18. RECOMMENDED RETENTION

:: 'es MO
Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER 20.

^S 550-1



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO BECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUIE |OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT (DIVISION

7275 WATERLOO ROAO
PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENJdRY

Page.

1. D.EPARTMEHT/AGENCY 2. DIVISION 3. UNIT

Z. DEFINITION • Records Series • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

Cuc

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of injormation/documents/forms found in Ihe Series Indues She purpose or funclion of (he Series!

j f

7. RECORO SERIES FORMAT(S)

a LKler Size a .Microfilm

a Legal Size • Computer "ace

o eiund 8ook a Floppy Disk

a Aoeio Tjjee a Video Tacs

B'TOver (Specify)

8. RECORD SES*€S SEQUENCE

c; Numerical

o Chronological

a Geographical

a Clher (Soeci'vi

9. VOLUME
File Orawer(s)

D Microfilm Reel isi
D Computer facs ;s:
a Cmer (Specrfy)

Number

10. ANNUAL ACCUMULATION
a File Drawer (si
a Microfilm Reel (s!
o Comculer Taoe(s)
D Other (Specify)

Number

11. FILE IS USE

Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly a Month(s) a Year(s)
Number

13. CURRENT LOCATION(S) (Bldg.floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiation(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate o Feaeral o Independent

17. IS AM INDEX SYSTEM USED7 (If yes. explain Briefly and
i:--.v:ce any haraware/soflware)

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

CIS " 0 - 4 3vseo 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOIAE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO BOX 275 - JESSUP. MARYIANO 20794

AGENCY RECOROS INVENJtiRY

Page . or

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used n a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORO SERIES DESCRIPTION ( Bnelly describe ihe lypes of informalion/documenis/forms lound in Ihe Series Include ihe purpose or function ol Ihe Series!

7. RECORO SEJJieS FORMAT(S|

Kler Size o Micrci'ilm

o le^al Size D Computer Tace

0 evjnd 8ook a Floppy Disk

a Audio Tape C Video Tace

Q Other (Specify)

8. RECORD SERIES SEQUENCE

c Numerical

a Chronological

a Geograohicai

Clher (Specnv)

9. VOLUME
File Orawer(s]

O Microfilm Reel (Si
a Computer Tac9 i s :

O Glher (Spec:.'y)

Number

10. ANNUAL ACCUMULATION
a File 0rawer (s)
a Microfilm Kee! (si
o Computer Taosis)
a Other (Specify!

Number

11. FILE IS U S K j "

OB^aily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly D Month(s) O Year(s)

Number

13. CURRENT LOCATION(S) (Bldg,. Floor., Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or o(fice)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 2 reguiation(s)

i: '<es a No

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral o Independent

17. IS AM INDEX SYSTEM USED7 (If yes. explain cnsrly and

i:.-.v:ce any haroware/software)
18. RECOMMENDED RETENTION

•'• ' a s Mo Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER 20.

1/931



INSTRUCTIONS - TYPE OK PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUIE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATESIOO ROAO
PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS iNVENJCiRY

Page , Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used as > unit for reference at well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series Include ihe purpose or function of the Series

y

7. RECORO SERIES FORMAT(S)

a l«ler Size a Micrciilm

a Le^al Size a Computer Tace

Q S'.und Book a Floppy Disk

a Audo Tape

fiher (Specify) .

a Video Taps

8. RECORD SERIES SEQUENCE

G Numerical

a Chronologxal

• Geograohicai

a Clher (Soeciivi .

9. VOLUME
File Orawer(s)

o Microfilm Reel (si
a CpmfSuTer Tace ;s:

«oCther (Spec;.1

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
o Microfilm Ree! (si
D Computer Taos(s)
O Other (Spec:fy)

Number

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg Floor. 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o Yes a No

15. ACCESS RESTRICTIONS (If yes. cile lawfs) S reguiation(s)

i: 'res a No

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral • a Independent

17. IS All INDEX SYSTEM USED? (If yes. explain oneily and

c-.-.::ce any harcware/soflware)

'as

18. RECOMMENDED RETENTION

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

19. NAME ANO TITLE OF PREPARER

;S £50-4 =vsed 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM fOR EACH NEW
REVISEO RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEDULE (OGS 550-l|

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECOROS MANAGEMENT DIVISION

7275 WATESIOO ROAO

PO BOX 275 • JE3SUP. MARYUVNO 20794

AGENCY RECOROS iNVENJdRY

Page. Of

1. OEPARTMEHT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normilly filed and used is a unit for reference as wall aa retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Biielly describe Ihe types of information/documents/fqtms found in Ihe Series Include Ihe purpose or function o( the Ssriesi

s tfuTTVr

7. RECORD SERIES FORMAT(S)

o LKier Size a Microfilm

a Isgal Size a Computer lace

a E'.und Book a Floppy Disk

o Audo Tape o Video Taps

i(Specify)

RECORD SERIES SEQUENCE

a Alpnaceticji,

a Chronologxal

• Geograohicai

a Other (Soeciiv) .

9. VOLUME

a File Orawer(s)

a Microfilm Reel is:

a CpjneureTTacs
Brother (Specify)

Number

10. ANNUAL ACCUMULATION

o File Orawer (si

a Microfilm Reel (s!

o Computer Tapeis)

o Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg. Floor. Roo 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (II yes. specify agency or office)

o Yes • No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguialion(s)

i: Yes • No

16. AUOIT REQUIREMENTS

• None a Slate O Feaeral D Independent

17. IS All INDEX SYSTEM USED7 (If yes. exciain oneily and

iv-.vee any haroware/soflware)

18. RECOMMENOED RETENTION

:" 'es Mo

19. NAME AND TITLE OF PREPARER

.' Retain for 3 years and until all audit requirements
— have been fulfilled, then destroy.
20!

C'".S JJO-* ^vsed 1/931



INSTRUCTIONS .. TYPE Of! PRINT A SEPARATE FORM fOR EACH NEW
REVISEO RECORD SERIES FORWARO WITH RECORDS RETENTION
SCHEOUIE (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROA0

PO BOX 275 - JESSUP MARYLANO 20794

AGENCY RECORDS INVENJORY

Page . Of

1. OEPARIMENTfAGENCY 2. DIVISION 3. UNIT

ADEFINITION • Records Socles • A group of relited records normally filed and uted as a unit Tor reference is well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORO SERIES DESCRIPTION ( Briefly descnte Ihe lypes of information/documents/forms found in Ihe Series Include She purpose or (unclion of Ihe Series!

4 & 5
77L>' f

7. RECORO SERIES FORMAT(S)

a C^ter Size a Microfilm

Q 1*531 Size a Computer "ace

a E'.und 8ook a Floppy Disk

a AotSo Tape a Video Taps

•-er (Specify)

8. RECORD SERIES SEQUENCE

a Alpnaceiic2i

a Chronologxal

a Geographical

a Clher (Speciiv)

9. VOLUME

o File Orawer(s)

a Microfilm Reel isi

a Comgulaf^Sbe is

(Spscly)

Number

10. ANNUAL ACCUMULATION

D File Orawer (si

o Microfilm Reel (s!

D Comculer Taoeis)

D Other (Specfy)

Number

12. FILE BECOMES INACTIVE AFTER

• Weekly • Monthly a Momh(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Blda. Floor. Room 14. IS RECORO SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o Yes n No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguialion(s)

<•'. Yes a No

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral o Independent

17. IS AH INOEX SYSTEM USED? |lf yes. exp:am oneily and

i:=-.v«e any haraware/soflware)

18. RECOMMENDED RETENTION

'2S MO Retain for 3 years and until all audit requirements
_ have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER

C'IS 550-1 =>vsea 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARO WITH RECORDS RETENTION
SCHEOUIE I0GS 550-1)

DEPARTMENT OF S E N E R A L SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAO

PO BOX 275 - JE3SUP. MARYLANO 20794

AGENCY RECOROS INVENTORY

Page . O(

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

r DEFINITION • Records Series - A group of related records normilly riled and used is i unit for reference is well i s retention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

6. RECORO SERIES DESCRIPTION ( Briepy describe Ihe lypes of informalion/documems/forms found in Ihe Series Include ihe purpose or function of Ihe Scries!

y

7. RECORO SERIES FORMAT(S)

a Itfter Size a Microfilm

Q lesal Size a Computer "ace

a e'.und 8ook a Floppy Disk

a Audo Tape- o Video Tape

o - W e f (Specify)

RECORO SERIES SEQUENCE

a Alpnacelicai

o Chronologxal

• Geograohicai

D Cther (Speaivj .

9. VOLUME

a File Orawer(s)

a Microfilm Reel (si

a Comgwler race ! S y » _ / ' - -

(Spec:(y) L/ihfA/C^ /

Number

10. ANNUAL ACCUMULATION

a File Orawer (s)

o Microlilm Reel (s!

D Computer Taosis)

D Other (Specify)

Number

11. FILE IS USE

Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

Q Yes D No

15. ACCESS RESTRICTIONS (If yes. ale law(s) I reguialion(s)

c '<es a No

16. AUDIT REQUIREMENTS

a None a Slate o Feaeral a Independent

17. IS AM INDEX SYSTEM USED7 (If yes. explain Briefly and

c - . v c e any harcware/software)

18. RECOMMENDED RETENTION

'es Retain for 3 years and until all audit requirements
: have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER 20.'

t/93]



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEOUU |0GS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECORDS MANAGEMENT 0IVISION

7275 WATERLOO ROAO
PO BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECOROS iNVENJdRY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISIO 3. UNIT:

DEFINITION • Records Series • A group of related records normilly filed ind used is i unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

~7 /
dRcnfce Ihe lypes of infori

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly dRcnfce Ihe lypes of information/documents/forms (ound in Ihe Series Include ihe purpose or function of the Series!

7. RECORO SERIES FORMATISI

o IWer Size a Miaciilm

o l»s3l Size ' a Computer Tace

a 8'.und 8ook a Floppy Disk

a Auso Tape / o Video

iveflveflSpecify) ^7 P (

8. RECORD SERIES SEQUENCE

•

a Chronological

• Geographical

a Clher (Soeciivi

9. VOLUME
File Drawer(s)

a Microfilm Reel (si
a Compuler Tacs is:
a Clher (Spec:!?)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
a Microfilm Reel (s!
O Computer Taoe(s)
a Other (Spec:fy)

Number

12. FILE BECOMES INACTIVE AFTER

0 Weekly a Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguiation(s)

i: Ves a No

16. AUDIT REQUIREMENTS

• None a Slate a Feaeral a Independent

17. IS Ail INOEX SYSTEM USED? (If yes. exp:am onsilyySnd
i:°-.v:ee any harcvare/soflware)

'2S

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

Retain for 3 years and until all audit requirements
J have been fulfilled, then destroy.

CSS <J0-< 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM fOR EACH NEW
REVISEO RECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEOUlE |0GS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECOROS MANAGEMENT 0IVISION

7275 WATERLOO ROAO

PO BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

Page , Of

1. DEPARIMEHT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series • A group of related records normally filed and uied is a unit for reference as well aa retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe ihe types of informalion/documents/forms found in Ihe Series Includa the purpose or funchcn of Ihe Scnes

^ 6

7. RECORO SERJES FORMAT(S)

Met Size a Microfilm

• Legal Size a Computer Tace

D Ecund Book a Floppy Disk

a AucSo Tape o Video Taps

hef (Specify)

RECORD SERIES SEQUENCE

a Alpnaceiicai

.a""Mumeric3l

a Chronologxal

• Geograohic3i

a Clher (Specivi

9. VOLUME

R e Orawer(s)

a Microfilm Reel (si

• Computer Tacs [V.

" a Other (Sp°c:!y)

Number

10. ANNUAL ACCUMULATION

a Pile Orawer (s)

a Microfilm Reel (s!

a Computer Taoeis)

a Other (Spsc:fy)

Number

11. FILE IS US

Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (II yes. specify agency or office

a Yes o No

15. ACCESS RESTRICTIONS (If yes. die law(s) S tegma(fon(s)

i: Yes *r No

16. AUDIT REQUIREMENTS

a None a Slate o Federal o Independent

17. IS Ail INOEX SYSTEM USED? rjf yes. explain orieily and

o-.viee any harff̂ are/software)

18. RECOMMENDED RETENTION

- 'as Z MO

19. NAME AND TITLE OF PREPARER 20. Tl

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

fJS Hi'* ^vsed 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO BECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUU |0GS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROA0
PO BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECOROS iNVENJdRY

Page . 01

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

ADEFINITION • Records Series - A group of relited records normally riled and uaed as a unit for reference as well aa retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/documents/forms found in Ihe Series Include ihe purpose or function of the Series!

fa

7. RECORD SERIES FORMAT(S)

• Lrler Size O Microfilm

a Le^al Size Q Computer Tace

o Bcund 8ook a Floppy Disk

a Aucio Tape a Video Tape

f?T(Spec:fy) .Sf (Soecify) / / A / ^~T1

RECORD SERIES SJpuefiCE

flpnaceticai

D Chronologxal

a Geograohicai

a Clher (Speoivj

9. VOLUME
:le Orawer(s|

O Microfilm Reel (si
a Computer Tace ;«:
•a Other (Specify)

Number

10. ANNUAL ACCUMULATION
• File Orawer (s|
o Microfilm Res! (s!
o Computer Taoe(s)
D Other (Specify)

Number

11. FILE IS USED

Jaily 0 Weekly • Monthly

12. FILE BECOMES INACTIVE AFTER

Q Momh(s) O Year(s)

Number

13. CURRENT LDCATION(S) (Bldg.. Floor,. Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

o Yes ' a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 16. AUOIT REQUIREMENTS

a None a Slate • Feaeral a Independent

17. IS AM INDEX SYSTEM USED7 (If yes. explain cneily and

i::-.v:ee any harcware/so/lware)

Mo

18. RECOMMENDED RETENTION

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER

CIS £JO-J :»vsed 1/93)



INSTRUCTIONS .. TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED 9ECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUIE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO BOX 275 . JE5SUP. MARYLANO 20794

AGENCY RECORDS INVENJtiRY

Page . Of

1. OEPARTMEHT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed ind used u a unit for reference as well is retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Bnelly describe Ihe lypes of infoimation/documenis/forms found in Ihe Series Include Ihe purpose or (unclicn ol Ihe Series!

7. RECORD SERIES FORMAT(S)

a LWer Size a Micrciilm

o Legal Size a Computer Tace

Q E'.und Book a Floppy Disk

a Audio Tagg^' a Video Tace

^s^ JJy JJ J J'
a^Jiher (Specify) / / S\ / /

8. RECORD SERIES SEQUENCE

a Alpnaceticai

S^Numencal

a Chronologxal

• Geograohicai

a Clher (Speciivi

9. VOLUME

d.
O File Orawer(s)
a Microfilm Reel (Si

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
o Microfilm Ree! (s!
a Computer Taoe(s)
D Olher (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Blda. floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o Yes ' . o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) I reguiation(s)

i: Yes a No

16. AUOIT REQUIREMENTS

a None a Slate o Feaeral o Independent

17. IS Ail INDEX SYSTEM USED? ijf yes. exciain cneily and

*" .vse any harffware/software)

'es Z Mo

18. RECOMMENDED RETENTION

Retain for 3 years and until all audit requirements
_: have been fulfilled, then destroy.

19. NAME ANO TITLE OF PREPARER 20.

t/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO BECORO SERIES FORWARD WITH RECORDS RETENTION
SCHEOUU (DGS SSO-I)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT OIVISION

7275 WATERLOO ROAO
PO BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJdRY

Page. Of

1. OEPARTMEHT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informalion/documents/lorsR found in the Series Include the purp'ose or function of the Series!rmalion/documeni

7. RECORD SERIES FORMAT(S)

o Ltfter Size a Microfilm

a lesal Size a Computer Tace

o Swnd 8ook a Floppy Disk

a Audio Tape a Video Tace

(Specify) .

• Audio Tape a Video Taci

Ot5ihef (Specify) / / X ' */

RECORD SERIES SEQUENCE

D Alpnacelics

a Chronologxal

a Geograohicai

a Clher (

9. VOLUME
o File Orawer(s)
o Microfilm Reel (si
a Computer race ;s
B"t5mer (Specify)'

Number

10. ANNUAL ACCUMULATION
a File Orawer {:)
a Microfilm Ree! (si
o Computer Taoe(s)
o Olher (Specify)

Number

11. FILE IS USED

"Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly • Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (K yes. specify agency or office)

o Yes Q No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguaiion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

• None a Slate a Federal o Independent

17. IS AH INDEX SYSTEM USED? (If yes. excain cne/Iy 3na

i::-.vBe any haroware/soflware)

18. RECOMMENDED RETENTION

Z Mo Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER

1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARD WITH RECOROS RETENTION
SCHE0U.E (OGS 550-1)

DEPARTMENT OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT OIVISION

7275 WATEHLOO ROAO
PO BOX 275 • JE5SUP. MARYLANO 20794

AGENCY RECOROS INVENJORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used is i unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

e^ypes of ii6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe^ypes of informalion/documents/forms found in the Series Include ihe purpose or (unclion of the Series!

;

y.

J

7. RECORD SERIES FORMAT(S)

a iKter Size a Microfilm

a legal Size a Computer "ace

a E'.und Book a Floppy Disk

a Audio Taop> a Video Tacs

E)-dif!ef (Specify)

RECORD SERIES SEQUENCE

• Alpnaceijcai

a Chronological

a Geograohicai

a Clher (Soecu'vj

9. VOLUME

•He Orawer(s)

o Microfilm Reel (si

o Campuler face ;s:

a Ciner (Specify)

Number

10. ANNUAL ACCUMULATION

a Pile Orawer (si

o Microlilm Reel (s!

D Computer Taoeis)

o Other (Spec:fy)

Number

11. FILE IS USED

O Daily D Weekly

12. FILE BECOMES INACTIVE AFTER

3 Monthly D Month(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (II yes. specify agency or offics)

a Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) i reguialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None D Slate a Feaeral a Independent

17. IS AM INOEX SYSTEM USED7 |lf yes. exciain crisrly and

i:--.v:ce any haroware/soflware)

18. RECOMMENDED RETENTION

3 Mo Retain for ^ years and until all audit requirements
have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER

CIS SJO-J =>«ised 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARO WITH RECOROS RETENTION
SOIEOUIE IOCS 550-1)

DEPARTMENT OF G E N E R A L S E R V I C E S

RECOROS MANAGEMENT 0IVISION

7275 WATERLOO ROAO

PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECOROS INVENJORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT „ ,

EFINITION • Records Series - A group of related records normilly filed and used as a unit for reference is well a> retention and disposition purposes.

/P/P4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenis/forms found in Ihe Series Include Ihe purpose or function of Ihe Series!

7. RECORO SERIES FORMAT(S)

o l~ter Size a Micrciilm

o 1*531 Size a Computer "ace

Q ecund Book a Floppy Disk

a Video

(Specify) .

a AwSo Tape

ot?ttef (Sp<

RECORO SERIES SEQUENCE

Q Alpnacelicai

O Chronological

• Geograohicai

G Cther (Soeoivi

9. VOLUME

R e 0rawer(sl

a Microfilm Reel tsi

o Computer Tacs ;s:

a Other (Specify)

Number

10. ANNUAL ACCUMULATION

a Pile Orawer ( j |

D Microfilm Kee! (s!

a Computer Taoe(s)

a Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg, Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (II yes. specify agency or office)

a Yes . a No

15. ACCESS RESTRICTIONS (If yes. die law(s) 3 reauiation(s)

i: Yes a No

16. AUOIT REQUIREMENTS

a None a Slate a Feoeral a Independent

17. IS AM INDEX SYSTEM USED? |lf yes. exciam one$ ana

i:-—.v:ee any hardware/software)

18. RECOMMENDED RETENTION

19. NAME ANO TITLE OF PREPARER 20J

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

f>S f£0•» a^sea 1/931
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1. OEPARTMEHT/AGENCY 2. DIVISION 3. UNIT

/ DEFINITION • Record] Series - A group of ralatad records normally filed and uiad as > unit for reference a i wall is ratention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly descnplme lypes of informalion/documents/forms found in Ihe Series Include ihe purpose or functional the Series!

7. RECORO S E ^ E S FORMAT(S)

*^T~ le r Size a Micrciilm

• lesal Size o Ccmpuier Tacs

a E'.ynd Book a Floppy Disk

RECORO SERIES SEOUENCE

Q

Q Chronologxal

• Geographical

a pther (Soeciivi .

9. VOLUME

PTie Orawer(sl

0 Microfilm Reel

a Ccnjpuler Tacs Js

6

Number

10. ANNUAL ACCUMULATION

a File Orawer (s)

a Microfilm Reel (s',

a Computer Taosis)

a Olhsr (Spsc:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Momh(s) a Ye3r(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agsncy or office)

a Yes D No

15. ACCHSS RESTRICTIONS (If yes. cite law(s) I reguiation(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slaie a Feaeral a Independent

17. IS All INOEX SYSTEM USED7 (I' yes. e.xp:am cnetly and

i:>-.-.-:ee any hardware/software)

18. RECOMMENDED RETENTION

'es Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER

C.3 Hi-* ^vsed »93I


